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Duration

Course Duration S HAWAI ey

This course will take approximately 1.5 hours.

You can complqgé-'iig‘ all today or by sections
as needed. ‘

It's really up to you!

You can take the training how
it best fits in your schedule.

Select ‘Next’ to continue.

This course will take approximately 1.5 hours.
You can complete it all today or by sections.
ltés really up to you.

You can take the training how it best fits in your schedule.
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Preparation
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Avoid
Distractions

It is recommended that you avoid distractions
during training.

You should close all other applications

including your email while taking the
course.

Silence your cell phone.

Select ‘Next’ to continue.

Avoid Distractions

It is recommended that you avoid distractions during your training session.

You should close all other applications including your email while taking the
course and silence your cell phone.
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Absence Management - Employee Self Service

Course Objectives | Need Help? | Key Terminology
Absence Management Overview | Request or Donate Leave | View Absence Balances

THE ABOVE TOPICS ARE
COVERED IN THIS
COURSE.
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Course Objective
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Course Objectives

After completing this course, you will understand how to:

*  Find help and additional assistance with HIP Time and Leave features
* Request or Cancel an Absence

*  Submit a Donate Leave Request

*  Receive Donated Leave

*  View Leave Transfer Request History

®*  View Absence Balances

*  Submit an Extended Absence Request

Select ‘Next’ to continue.

After completing this course, you will understand how to

Find help and additional assistance with HIP Time and Leave features
Request or Cancel an Absence

Submit a Donate Leave Request

Receive Donated Leave

View Leave Transfer Request History

View Absence Balances
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Submit an Extended Absence Request

August 2021, Version 3 Page 5



ELHAVAI2,

Course 2007 ESS Absence Management

Need Help?
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Hawaii Information Portal Service Center

If you need assistance using the Hawaii Information Portal for Time
and Leave:

See complete instructions available at: https://ags.hawaii.gov/hip/time-and-leave/

For further assistance with absence requests, contact your local leave keeper. To assist you with
locating your local leave keeper, a listing is provided at: https://ags.hawaii.gov/hip/get-time-
and-leave-help/

For further assistance with extended absence requests, contact your HR resource (HR Admin or
Extended Absence Coordinator).

Consult applicable Collective Bargaining Agreements for detailed rules for union members.
-I
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If you need assistance using the Hawaii Information Portal Time and Leave:

See complete instructions available at: https://ags.hawaii.gov/hip/time-and-leave/

For further assistance with absence requests, contact your local leave keeper.
To assist you with locating your local leave keeper, a listing is a provided at:
https://ags.hawaii.gov/hip/time-and-leave-help/

For further assistance with extended absence requests, contact your HR
resource (HR Admin or Extended Absence Coordinator).

Consult applicable Collective Bargaining Agreements for detailed rules for union
members.
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Key Terminology

QHAWAHW“??NE’ Key Te rminOIOgy

Absence Reason Approved Absence Absence Forecasting

Absence Request Donate Leave Request Push Back Absence

Absence Name Extended Absence Entitlement

The terms above will be explained in this section.

Select ‘Next’ to continue.

The terms above will be explained in this section.
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Absence Reason

Definition:
A specific cause of absence that can be selected during
absence recording.

Note: Providing an absence reason for a regular absence
is optional. HIP will provide you options based on the
Absence Name you choose.

Select ‘Next’ to continue.

Absence Reason i
A specific cause of absence that can be selected during absence recording.

Note: Providing an absence reason for a regular absence is optional. HIP will
provide you options based on the Absence Name you choose.
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Absence Request

Definition:

A request by an employee for time off for sick, vacation,

bereavement (funeral leave) or other time away from work. 4l ;

Select ‘Next’ to continue.

Absence Request 1

A request by an employee for time off for sick, vacation, military, bereavement
(funeral leave) or other time away from work.
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Absence Name

A grouping of absences based on shared reasons, for

Definition:

example Sick Leave, Vacation, Leave Without Pay, Jury Duty, e -
Parent Teacher Conference, Bereavement (Funeral Leave), 8
Blood Donation, Foster Parent Court Hearing, Medical
Treatment Leave, Admin Leave - Covid19 Vaccination.

Select ‘Next’ to continue.

Absence Name i

A grouping of absences based on shared reasons, for example Sick Leave,
Vacation, Leave Without Pay, Jury Duty, Parent Teacher Conference,
Bereavement (Funeral Leave), Blood Donation, Foster Parent Court Hearing,
Medical Treatment Leave, Admin Leave i Covid19 Vaccination.
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Key Terminology

Approved Absence

Definition:

An absence that has been approved by the Supervisor or
Human Resource/Extended Absence Administrator for the

requested time off.

Select ‘Next’ to continue.

Approved Absence 1

An absence that has been approved by the Supervisor or Human
Resource/Extended Absence Administrator for the requested time off.
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Donate Leave Request

Definition:

An employee may donate earned vacation leave to a bank.
This bank is used to provide leave to employees who have
exhausted all their leave time for a life changing event.

Select ‘Next’ to continue.

Donate Leave Request 1

An employee may donate accrued vacation leave to a bank. This bank is used to
provide leave to employees who have exhausted all their leave time for a life

changing event.
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Extended Absence

Definition:

An absence that requires more leave due to extended life
circumstances such as Bone Marrow/Organ Donor, FMLA,
Hawaii Family Leave Law, Military, Workers’ Comp, TDI,
Sabbatical/Professional/Study Leave.

Select ‘Next’ to continue.

Extended Absence T

An absence that requires more leave due to extended life circumstances such as
Bone Marrow/Organ Donor, FMLA, Hawaii Family Leave Law, Military, Wor ker s 0
Comp, TDI, Sabbatical/Professional/Study Leave.
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Key Terminology

Absence Forecasting

A feature that allows the system to determine if there will be

Definition:

enough balance based on existing requests and entltlements ‘/ e

Select ‘Next’ to continue.

Absence Forecasting 1

A feature that allows the system to determine if there will be enough balance
based on existing requests and entitlements.
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Key Terminology

Push Back Absence

Definition:

An Absence that has been pushed back from the supervisor

to request more information or Absence Request revision.

Select ‘Next’ to continue.

Push Back Absence i

An Absence that has been pushed back from the supervisor to request more
information or Absence Request revision.
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Definition:

Leave earned based on eligible hours worked. Also

referred to as leave accrued or leave earned in HIP.

Note: Leave is earned based on eligible hours

according to your CBA.

Select ‘Next’ to continue.

Entitlement T

Leave earned based on eligible hours worked. Also referred to as leave accrued
or leave earned in HIP.

Note: Leave is earned based on eligible hours according to your CBA.
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Absence Mgmt Overview

Information

Absence Management Overview QHAWAH Port:

The Absence management module is used to manage
absences such as vacation, family leave, sick leave,
military, victim leave, union business, bereavement or
other types of leave for the State of Hawaii. This
module is also used to maintain absence records and
reporting to payroll and time and labor for all
employees.

Select ‘Next’ to continue.

Absence Management Overview

The Absence management module is used to manage absences such as
vacation, family leave, sick leave, military, victim leave, union business,
bereavement, or other types of leave for the State of Hawaii. This module is also
used to maintain absence records and reporting to payroll and time and labor for
all employees.
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How are Absences Entered?

Absences Entered Overview:
Employees:

Employees enter an absence using the Employee
Self Service portal. The system will only allow
absences that an employee is eligible to use.
Once the absence is entered in the system, it
will be submitted to the approval workflow.

Supervisors:

Supervisors have the authority to enter absences
on behalf of their direct reports in the system.
The absence will be auto-approved in the
system and then processed accordingly.

Select ‘Next’ to continue.

How are Absences Entered?

Employees:

Employees enter an absence using the Employee Self Service portal. The
system will only allow absences that an employee is eligible to use. Once the
absence is entered in the system, it will be submitted in the approval workflow.

Supervisors:
Supervisors have the authority to enter absences on behalf of their direct reports

in the system. The absence will be auto-approved in the system and then
processed accordingly.
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Steps for Approval:
1. The request is submitted in the HIP Employee Self Service.

2. The Absence request is routed to the supervisor or HR Admin/Extended
Absence Coordinator (Approver) based on the type of absence.

3. Approvers have options to approve or push back the request.

4. Approved Absence Requests are processed by the automated Absence
Calculation Process.

5. Absence hours are sent to the timesheet and processed as either paid or
unpaid hours on the paycheck.
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